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Kfi ON REQUESTED

lsa ESTABLISH DISPOSITION STANDARD Ej DISPOSE OF PRESENT ACCUMULATION;
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPAT
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E.Earlzést & Latest 9.Exact Series Title
Dates of Series ,

b
1965 - Present . Stock Control Card File

()'HhatJis the function of the office in which this record series is created?

** The Staff Services Division is responsible for personnel administration including
recruitment and disengagement of personnel and maintenance of personnel records;
for accounting for funds; receiving and.disbursing funds and budgeting for funds; -
for the procurement of supplies and equipment, their issuance and maintenance; for
. planning and providing support to these operations including procedures writing, "

e forms design, records management and reproduction services. '

- -
T s

i, ’ - - - T =
. N -

L1l.This file contains the following documents (include form numbers and titles, if any,
end file arrangement). :

Documents relating to: Supplles stocked hy the Depaxtment.

Included are: 5 x 8 Inventory cards, -gnly. .

File arranged: Alphabetically by name of item.
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13. Is this the Record Copy of the series? , | R (]
1k, Is. there & duplication o'f this sez"ies in another office or'agency? _. };\ [ ]
15. Is the informetion containéd in this series ever sumnarlzed or published? | {1
Attach copy of summary or publication. , -
16, Does the seriés contain classified 1nfomation requiring securlty handling? [
17. ‘Does the series initiate, amend or terminate a,_gency polic:.es a.nd procedures? [ ]
18. .Could the function ve performed if the files were iost or destroyed? o {4
19. 15 the series {or major portion of it) regularlj mi'crofilmed? If yes, why? {1
2d. Does the record series provide data as input to an EDP file? : [ ]
21. Does the record series c&ntam documentation produced as EDP printout? : [ ]

.22. Has the Federal Government issued instructlons governing the retention/dispo-' 1]
sition of these files?

23. Will there be a need for these records 10, 15 years from now? If yes; what? 1 1
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\E REQUIREPENTS The followmg requires the files to be keptsee below .years:

a.[]STATE ©b.[]STATUTE'OF ec.{ ]AUDIT d. [ JFEDERAL e.quDr-uNIs'rRATIVE £.{ JHISTORICAL

LAW LIMITATION PERIOD , LAW DECISION ' VALUE
(Cite Law, Statute, or other reason for the retention requirement)

ds

25. AGENCY RECOMYENDATIONS. This agency recommends that the file series be cut off at the end
of each -[]CALENDAR YEAR -[IFISCAL YEAR -[JOTHER _ (See Below) ,then:

[ ] Hold in the current files area , month(s)/ year(s): '
Transfer to [ ] State Records Center { ] Local Holdmg Area; hold year(s):

[ ] Destroy.

E Transfer to State Arch:.ves for permanent ret.ention.
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Destroy when card is completed or 1tem 15 dlsc0nt1nued
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{Indicate briefly rationale for recommendations above/or write addztwnal remarks)

Destroy immediately after cut-off. . . _. . - — - -~ e T S

" " [x]) Other: (Specity)
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